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Start Exercise

Exercise 1: Non-Asset – PO Receipt

 
Step 1. 

Navigate to the following menu path: 
Purchasing >> Receipts >> Add/Update Receipts

Expected Result: Receiving page displays.

 

Step 2. 

Check the PO Receipt Check Box and click                          .

Expected Result: Select Purchase Order page displays.
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Step 3. 

Enter relevant PO selection criteria and click                      .  

Recommended search criteria includes: PO Unit, Days +/- Today and 
checking the Retrieve Open PO Schedules check box.

Example Result: Selected Rows page displays.

 

 

Notice the example Retrieved Rows count is 29.  To see all available 
rows, click                 .

Step 4. 

Select a PO row by check marking the Select check box.

Example Result: PO Row displayed.
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Step 5. 

Click                        .

Example Result: Maintain Receipts page displays.
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Full or Partial Receipts can be created from the PO line. Therefore it is the 
responsibility of the Receiver Role to ensure the correct receipt quantity is 
entered in the Receipt Qty field.  N

O
TE

Step 6. 

Review/Update the Receipt Qty field.

In addition to reviewing the Receipt Qty field the Receiver should also 
review the data in the Receipt Lines tabs for accuracy and add Receipt 
Header comments as needed.

Click                      .

Example Result: Correct data entry.
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Step 7. 

Note the Receipt ID Number for future reference.

Example Result: Receipt ID number displays.

 

Exercise complete.

RSC07



7

ENCOMPASS | Workshop: Receipts

ENTAP Training
Exclusively for use by the State of Indiana
Issue Date: 01/09/2008

Exercise 2: Asset – PO Receipt

 
Step 1. 

Navigate to the following menu path: 
Purchasing >> Receipts >> Add/Update Receipts

Expected Results: Receiving page displays.

 

Step 2. 

Check the PO Receipt Check Box and click                          .

Expected Results: Select Purchase Order page displays.

 

Start Exercise
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Step 3. 

Enter relevant PO selection criteria and click                      .  

Recommended search criteria includes: PO Unit, Days +/- Today and 
checking the Retrieve Open PO Schedules check box.

Example Result: Retrieved Rows page displays.

 

 

Notice the example Retrieved Rows count is 29.  To see all available 
rows, click                  .

Step 4. 

Select a PO row by check marking the Select check box.

Example Result: PO Row displayed.
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Step 5. 

Click                       .

Example Result: Maintain Receipts page displays.
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Step 6. 

Review/Update the Receipt Qty field.

In addition to reviewing the Receipt Qty field the Receiver should also 
review the data in the Receipt Lines tabs for accuracy and add Receipt 
Header comments as needed.

Example Result: Correct data entry.
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Full or Partial Receipts can be created from the PO line. Therefore it is the 
responsibility of the Receiver Role to ensure the correct receipt quantity is 
entered in the Receipt Qty field.  

 In this example the receipt quantity has been changed from 3 to 1.

N
O

TE
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Step 7.

Check the Serial Check Box

Example Result: Correct data entry. 
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Step 8. 

Click the Pending hyperlink.

Example Result: Asset Management Information for Line 1 page 
displays.
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Step 9. 

Enter the Tag Number.  The Tag Number must be a unique value.

Example Result: Correct data entry.
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Step 10. 

Enter the Serial ID Number.  The Serial ID Number should be a 
unique value.

Example Result: Correct data entry.

 

 
 

Step 11. 

Click the More Details tab and enter a Custodian with Last Name, 
First Name format.

Example Result: Correct data entry.

 

 

Step 12. 

Confirm that the Location code is correct.

Example Result: Correct data entry.
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Step 13. 

Enter the Mfg ID.

Example Result: Correct data entry.

 

 

Step 14. 

Enter the Model.

Example Result: Correct data entry.
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Step 15. 

Click  .

Example Result: Correct data entry.

 

Step 16. 

Click                      and note the Receipt ID Number for future 
reference.

Example Result: Receiving ID displays.

Exercise complete.
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